
BO GIAO DUC VA DAO TAO LONG HOA XA HOI CHU NGH1A VIVI' NAM 
D(ic 14p - Tlr do - Hanh phtic 

Ha Noi, ngay A5 thang 3 nam 2018 
Se): ///'d /TB-BGDDT 

THONG BAO 
THI TUYEN CONG ClItt VE CONG TAC 

TAI CAC DON VI THIJOC BO GIAO PVC VA DA() TAO 

,Can cir chi tieu bien 	cong &de hanh chinh dupe giao nam 2017 va 
nhu cau tuyen dung cong chuc cua cac don vi thuOc Bq Gido due va Dao tao; 

B9 Gido due va Dao tap tuyen dung cong chdc ve cong tac tai mot so don 
vi thuOc Bo nhu sau: 

1. Chi tieu va vi tri tuyen dung: 

a) Chi tieu tuyen dung: 22 chi tieu 

b) Vi tri tuyen dung: 

- 01 cong elide lam viec tai Vu Gido due Trung hoc; 

- 02 cong chitc lam viec tai Vu Giao due Chinh tri va Cong Vac hoc sinh, 
sinh vien; 

- 02 cong chirc lam viec tai Vu Gido due the chat; 

- 03 cong chdc lam viec tai Vu Phap che; 

- 01 cong chic lam viec tai Vu To chirc can bO; 

- 02 cong elide lam viec tai Vu Ke hoach - Tai chinh; 

- 02 cong chdc lam viec tai Thanh tra; 

- 02 cong chtirc lam viec tai Cue Quail bT.  chat luting; 

- 03 cong ch-dc lam viec tai Cue Nha gido va Can bP quan 1y gido due; 

- 01 cong elide lam viec tai Cue Cong nghe thong tin; 

- 03 cong chirc lam viec tai Van phOng. 

(Chi tit tai Phu luc 1 kern theo) 

2. Dieu ki0, tieu chuAn tuyen dung: 

a) Dieu kien, tieu chuan chung: 

Nguai co du cac dieu kien sau day khong phan biet dan tOc, nam, 
thanh phan xa hOi, tin nguang, ton gido dupe clang k'Y du tuyen: 

- Co mot quOc tich la quOc tich Viet Nam; 

- Tit du 18 tuOi tro• len; 

- CO dan der tuyen; có 1.3'T lich ra rang va hO so day du, hop le; 
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- CO pham chat chinh tri, dao ddc tat; 

- CO van bAng, chimg chi, nang lire phii hop yoi vi tri viec lam, ngach 
cong chirc tuyen dung; 

- CO chung chi ngoai ngir tieng Anh v6i trinh d6 Wang &rang bac 2 (d6i 
v6i vi tri ngach cong chirc chuyen vial) hoc bac 1 (doi voi vi tri ngach cong 
elide can sly hoc nhan vier') khung nang lire ngoai ngd Viet Nam tro• len theo 
quy dinh tai Thong to s6 01/2014/TT-BGDDT ngay 24/01/2014 cila B6 Gido 
due va Dao -Lao ban hanh khung nang lire ngoai ngt-r 6 bac dung cho Viet Nam; 

- Co chimg chi tin hoc vol trinh d6 dal chuanlq Wang sir dung tong nghe 
th6ng tin co ban tr6 len theo quy dinh tai Thong to so 03/2014/TT-BTTTT ngay 
11/3/2014 dia. B6 Thong tin va Truyen th6ng quy dinh Chuan k5'7nang sir dung 
cong nghe thong tin; 

- CO du sire khoe de thirc hien nhiem vu, cong V11. 

b) Dieu kien, tieu chuan cu the: 

Ngodi cdc dieu kien, tieu chuan chung neu tai diem a khoan nay, cdc dieu 
kien, tieu chuan khdc theo yeu cau cua vi tri viec lam duoc quy dinh chi tiet tai 
Phu luc ken' theo. 

c) Nhang ngu6i khong &roc clang 1(3'7 dir tuyen: 

-KhOng cu trd tai Viet Nam; 

-Mat hoc bi ban the nang lire hanh vi dan siy; 

- Bang bi truy ecru trdch nhiem hinh sir; dang chap hanh ho4c da chap hanh 
xong ban an, quyet dinh ye hinh six cua Ra an ma child dirge x6a an tich; dang bi 
dp dung bien phdp xir ly hanh chinh dua vao kr chirdbenh, co so' gido due. 

d) U'u tien trong tuyen dung cong chdc: Thdc hien theo quy dinh tai Dieu 
5 Nghi dinh so 24/2010/ND-CP ngay 15/3/2010 cua Chinh phu quy dinh ye 
tuyen dung, sir dung va guan ly cong chi:re. 

3. Mon thi, hinh thtic va n(ii dung thi: 

Cdc img vien thaw gia cac mon thi sau: 

a) Mon Kien thirc chung: thi viet 01 bai ye he th6ng chinh tri, chirc b6 
may cita Bang, Nha mr6c, cdc to chirc chinh tri - xa h6i; guan 13'7 hanh chinh nha 
ntroc; chit truang, du6ng loi, chinh sach dia. Bang, phdp luat cua Nha nu6c ye 
nganh gido due va linh vuc tuyen dung. 

b) Mon Nghiep vu chuyen nganh: thi viet 01 bai va thi trac nghiem 01 bai 
ye nghiep vu chuyen nganh theo yeu cau cua vi tri viec lam. 

c) Mon Ngoai ngir: thi viec tieng Anh. Thi sinh &roc mien thi mon ngoai 
ngit trong truong hop mon nghiep vu chuyen nganh kh6ng phai la ngoai ngir neu 
có mot trong cdc dieu kien sau: 

- CO bang tat nghiep dal hoc, sau dai hoc ye ngoai ngi1; 
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- CO bAng tot nghiep dai hoc, sau dai hoc o nuo.c ngodi hoac tot nghiep dai 
hoc, sau dai h9c tai co so' dao tao bang -Ceng nudfc ngoai ey Viet Nam. 

d) Mon Tin hoc van phOng: thi thuc hanh tren may. Thi sinh duvc mien 
thi mon tin hoc van phOng trong trualig hop c6 bang tot nghiep tir trung cap 
chuyen nganh cong nghe thong tin tro 

4. Cach tinh diem va xac dinh 	trung tuyen trong lzy thi tuyen: 

Thuc hien theo quy dinh tai Dieu 10„ Dieu 11 Nghi dinh se 24/2010/ND-CP. 

5. HO so' du' tuyen: 

Toan be he so dm nguOi,dv tuyen dung trong bia ding, ngoai bi ho so 
ghi re' "Ho so clang 1(3'7 thi tuyen cong .chdc" va thong tin ca. nhan (119 va ten, 
ngay thong nom sinh, dia chi,thuang trA), don vi, vi tri du tuyen, din thoai va 
dia chi lien lac. Thanh phan ho so.  du tuyer.,  

- Don clang k ").7 du tuyen cOng chifc theo mau tai phv lvc se 1 ban hanh 
kern theo Thong to se 13/2010/TT-BNV ngdy 30/12/2010 dia. Be Nic5 vv quy 
dinh chi tiet met so dieu ye tuyen dung va nang ngach cong chdc cua Nghi dinh 
so 24/2010/ND-CP; 

- Ban so yeub'T lich tax thuat c6 xac nhan cua co quan c6 tham quyen trong 
thoi han 30 ngay, tinh den ngay nep ho so du tuyen; 

- Ban sao giay khai sinh; 

- Ban chup cac van bang, chUng chi va ket qua hoc tap theo yeu eau cua vi 
tri du tuyen (ngoai dv tuyen phai ghi cam 'loan la duvc clavp dims tir ban chinh, 
do ngued du tuyen k ten va chiu trach nhiem truefc phap luat). Doi vol van bang 
do co so gido dvc nuo'c ngodi cap cho ngued hoc tai Viet Nam hoac h9c tai nuot 
ngodi thi phai dugc Be Gido dvc va Dao tao (Cvc Quan13"7 chat luting hoac Cpc 
Khdo thi va Kiem dinh chat luting gido dvc) cang nhan. 

- Giay chung,nhan sUc khoe do co' 	 i quan y to c6 tham quyen cap trong the 
Ilan 30 ngdy, tinh den ngdy nep ho so du tuyen. 

- Giay chimg nhan thuec doi Wong uu tien trong tuyen dung ceng chirc 
(neu co) duoc co quan c6 th'am quyen chdrig thirc. 

- 02 (hai) phong,  bi c6 dan tern ghi 	dia chi ngued nhan va 2 anh chin 
dung co' 4><6 cm tren nen mau trang trong thei gian nhieu nhat 03 thong tinh den 
thai diem thong boo. 

Nguefi 	tuyen hoan toan chiu trach nhiem ve he so dang 1c)'.7 du thi. 
Truerng hop khai khOng dung six that, ngueri der tuyen se bi loai khoi danh sach 
tuyen dung hoac bi 11.4 ket qua tuyen dung. 

6. ThiYi gian, dia diem nli4n hO so.  va le phi thy tuyen: 

a) Thai gian va dia diem nhan he so: 

- Thai gian nhan ho so: tix 8h00 ngdy 20/3/2018 den 17h00 ngay 
18/4/2018. Cac truerng hop nep sau thai gian tren deu khong hop le. 
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BQ TRU'ONG 
TO CH11C CAN BQ 

inh Xuan Hien 

- Dia diem nap ha so: Nap trgc tiep tai Vu To chirc can ba, Ba Gido due 
va Dao tao, Phong 402, nha A, so 35 throng Dal CO Viet, qulan Hai Ba Trung, 
Thanh pho Ha NOi hoc gixi qua dueyng l uu dien. 

1\46i nguoi dg tuyen chi dugc 'Tang 1(3'T thi tuyen vao 01 vi tri dm 01 don vi 
c6 chi tieu tuyen dung cong chirc. Triremg,h9p ngtreyi dg tuyen nap ho so nhung 
khong 	kien dg tuyen hoc nOp ho so vao 02 vi tri dm 01 ,don vi hoc 
nap ho so vao 02 don vi tr& len se bi xoa ten trong danh sach dg tuyen hoac se bi 
huy bo ket qua tuyen dung. 

Ba Giao due va. Dao tao khong hoan tra ha so da clang ky thi tuy&I. 

b) Le phi dg tuyen: 500.000 dang/thi sink. 

Ba Gido duc va Dao tao khong hoan tra 1" phi dg tuyen da Op. 

c) Thai gian, dia diem thi tuyen: thy kiL to chirc trong thang 5/2018 tai 
tru s& Bo Gido duc va Dao tao. 

• 
Thong bao tuyen dung; danh sach tirng vien du lieukien thi tuyen; thong 

bao thi gian, dia diem huong dan on thi (neu co); thei gian, dia diem to chirc 
thi tuyen duge clang tai tren Cong Thong tin dien tir ciia. BO Gide, duc va. Dao tao 
(http://www.moet.gov.vn) va them yet tai tru s& lam viec cua Ba Gido due va 
Dao tao (so 35 throng Dai Co Viet, qu'an Hai BA Trung, thanh pha Ha Nai). 

BO Gido duc va Dao tao khong to chirc bien soan va ban tai lieu on thi, 
khong chiu trach nhiem doi v6i cac lap on thi va tai lieu on tap cua cac to chirc, 
ca nhan tir to chgc. M9i chi tiet xin lien he Vu TO chirc can ba, BO Gido due va 
Dao tao, dien thoai: 024.38695144. 

Tran trong thong bk.". 

Noi nhOn: 
- BO truong (clO b/c); 
- Cac Thir truOng (d6 b/c); 
- Bac) Giao duc va Thai dai; 
- Cpc Cong nghO thong tin;,  
- Cac dan vi co chi flail tuyen dung; 
- Lull: VT, TCCB. 
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Dieu  kin,  tieu  chuan  

K -ST  Wang,  kinh nghiem  

VU GIAO DUC TRUNG HOC:  01 cong  chtk 

- 

Co kinh nghiem  giang  day  
hoac  quart  1)'7  giao  duc  tir  05 
nam  tra len;  

- 

Co ky  nang  sir dung  cac  
phan  mem  co  ban  phuc  vu  
cong  tac  luu  tit,  tong  hop,  
bao  cao.  

VU GIAO DUC CHINH TRI  VA CONG TAC HOC SINN,  SINH VIEN:  02 cong  chti.c  
Co  kinh nghiem  tit  05 nam  tra 
len  ve giang  day,  quail  1)"7  mon  
hoc  Mac  -  Lenin,  Ttr  Wang  
HO  Chi Minh hoac  giang  day,  
cong  tac  sinh vien,  Doan,  HEN  
trong  cac  dan  vi  nganh  gido  
duc.  

Trinh &If  chuyen  mon  

-  Tot  nghiep  Dai hoc  tra 
len  cac  nganh/chuyen  
nganh Su  pham;  Gido  duc;  
Quart  ly  giao  duc;  Do  
lugng  va  danh gia  trong  
giao  duc;  cac  nganh/chuyen  
nganh tieng  Anh va da  
dugc  dao  tao  ve danh gia 

chat  lugng  giao  duc.  

Tgt  nghiep  Dai hoc  tra len  
cac,  nganh/chuyen  nganh 
Triet  hoc;  Khoa  hoc  xa  hgi;  
Giao  duc  Chinh tri.  
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Vi  tri viec  lam  

Vi  tri:  Dam  bao  chat  luvng  giao  duc  trung  hoc  
MO to cong  viec:  
- Phi hop  xay  dung,  huang  dan,  kiem  tra,  danh gia 
thuc  hien  cac  quy  dinh ye quy  chuan  dam  bao  va 
kiem  dinh chat  lacing  giao  chic  trung  hoc;  phoi hap  
quan  ly,  chi dao  to  chirc  cac  l(ST  thi,  cugc  thi cac  mon  
van  hoa danh cho  hoc  sinh trung  hoc;  

- 

Huang  dan  bgi 	throng  can  bg  quail  1)'T,  giao  vien  
trung  hoc  de nang  cao  Wang  lac  chuyen  mon.  

Vi  tri:  Gido  due  chinh tri,  fir  ttigng  
MO to cong  viec:  
- Phi hap  xay  dung  not dung,  chtrang  trinh,  hinh 
thirc,  phuong  pita')  giao  duc  cac  mon  khoa  hoc  Mac  -  
Lenin,  Tu  Wang  Ho Chi Minh;  

- 

Huang  dan,  kiem  tra  hoat  dgng  cua  cac  don  vi  
chuyen  trach trong  cong  tac  giao  due  chinh tri,  to  
Wang  tai cac  ser  giao  duc  va dao  tao.  
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Dieu  kien,  tieu  chuan  

KST" Wang,  kinh nghiem  

VU GIAO DIJC  THE CHAT:  02 cong  chirc  

CO  kinh nghiem  lam  viec  tir  
05 nam  tree len  ve cong  tac  
theo  dal va quart  ly  cac  hog  
dono-  aid()  duc  the chat,  the •  
thao  truang  h9c, 

 the 
hoat  

d9ng  doi  ngoai the thao  h9c  
sinh,  sinh vien  

Co kinh nghiem  Jam  viec  tir  
05 nam  tree  len  ye cong  tac  y  
to truang  h9c.  

VU PHAP CHE:  03 cOng  clam  
TOt  nghiep  Dai h9c  tree  len  CO kinh nghiem  lam  viec  tir  
cac  nganh/chuyen  nganh 05 nam  tra len  ve cong  tac  
Lu4t. 	 phap  the trong  nganh gido  

duc.  

Trinh coo chuyen  mon  

TOt  nghiep  Dai h9c  tra len  
cac  nganh/chuyen  nganh 
Gido  duc  the  chat;  Huan  
luyen  the  thao;  Quan  VT  the 

duc  the  thao.  

TOt  nghiep  Dai h9c  tra len  
cac  nganh/chuyen  nganh 
Bac  si da  khoa;  Bac  si  y  
h9c  der  phong.  
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Vi  tri:  Quan  1ST cOng  tac  gido  duc  the chat  
Mo to cong  viec:  
Phoi h9p  xay  dung  not dung,  chuong  trinh,  hinh  
thirc,  phuong  phap  va danh gia mon  hoc  gido  duc  the 

chat;  kiem  tra,  danh gia ye cong  tac  gido  duc  the chat  
trong  truerng  trung  h9c  co  c0,  trung  h9c  pho thong  va 
cong  tac  doi ngoai ye gido  duc  the chat  truang  h9c.  

Vi  tri:  Quan  1ST  cOng  tac  y  to trtrZrng  h9c  
MO to ding  viec:  
Huang  dan,  kiem  tra,  ban  hanh cac  van  ban  chi dao,  
huang  dan  ve ding  tac  darn  bao  ve  sinh an  toan  thuc  
pham;  phong,  chong  benh khong  lay  nhiem;  cong  tac  
Chit  Th4p  do trong  truang  hoc  (hien  mau  nhan  dao,  
tap  huan  ky  nang  so  cap  dm,  phong  ngira  tham  h9a  
thien  tai).  

VI  tri:  nap  the nganh gido  duc  
MO to cong  viec:  
-  Tiep  nhan,  xir  1.3"T  thong  tin,  danh gia  chung  ve tinh 
hinh thgc  hien  phap  luat,  thi hanh phap  lulat  trong  
linh viec  gido  duc;  Dieu  tra,  khdo  sat  tinh hinh thi 

hanh phap  lu iat  thong  qua  phieu  khdo  sat,  t9a ,dam,  
phong  van  true  tiep  nham  thu  th:ap  thong  tin  ye tinh 
hinh thi hanh phap  lua't;  
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Dieu  kien,  tieu  chuAn  

1(37 nang,  kinh nghieln  
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CO kinh nghiem  lam  viec  tir  
05 nam  tro.  len  ye cong  tac  
phap  the trong  nganh giao  

I I 

Trinh di)  chuyen  mon  
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TOt  nghiep  Dai hoc  tro.  len  
cac  nganh/chuyen  nganh 
Luat.  
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-  Theo  doi tinh  hinh thi hanh phap  luat  ve ho  try  
doanh nghiep  kheri nghiep;  

- 

Xay  dung  cac  bao  cao  theo  dOi tinh hinh thi hanh 
pilaf)  luat  dOt  xuat,  chuyen  de va dinh kST  hang  nam  
theo  quy  dinh;  

- 

Thuc  hien  to  van  phap  1114  ve gido  duc  theo  phan  
cong,  chi dao.  

Vi  tri:  Xay  dung  phap  luiat  trong  linh vtrc  gido  
duc  
MO to cong  viec:  
-  Gel)  y  kien  cac  du  thao  van  ban  quy  pham  phap  
luat,  van  ban  ca biet  do  cac  co' quan,  don  vi  trong  va 
ngodi Bo  giri lay  3'T  kien;  
-  Tham  dinh  van  ban  quy  pham  phap  luat  truac  khi 
Bo  truong  1(3"7  ban  hanh;  
-  Tham  muu,  chuan  bi  3'7  kien  dOi ved not dung  phieu  ,  
3"T  kien  thanh vien  Chinh phu thuOc  pham  vi trach 
nhiem  cua  Bo  truang;  

- 

Theo  dOi,  huang  dan  viec  kien  toan  he  thOng  phap  
the nganh gido  due;  De xuat,  xay  dung  tieu  chi,  
huong  dan,  theo  dOi va danh gia cong  tac  thi dua  -  
khen  thuang  ye cong  tac  phap  the doi vai cac  so' gido  
duc  dao  tao.  

Vi  tri:  Kim  tra,  xir  ly,  ra soat  he  theing  hoa  van  
ban  quy  piqm  phap  lulat  
MO to cong  viec:  
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Dieu  kien,  tieu  chuin  

Icy  'fang,  kinh nghiem  
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Trinh coo  chuyen  mon  
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- Ki6m  tra,  xir  13'T  van  ban  quy  pham  phdp  luat  cua  BO  
Gido  duc  va Dao  tao;  

- 

Kim  tra,  xir  13'7  van  ban  quy  pham  phap  luat  cua  

HOi dong  nhan  dan,  Uy  ban  nhan  dan  cap  tinh c6 lien  

quan  den  l'inh vgc  gido  duc;  

- 

Thgc  hien  viec  ra soat  he  thOng  hod van  ban  quy  
pham  phap  luat  trong  link vgc  gido  duc;  

- 

Thgc  hien  viec  ra sok he  thOng  hod van  ban  quy  
pham  phap  luat  theo  chuyen  de  va  yeu  cau  cua  cac  

nganh.  

Vi  tri:  Quan  ly  ding  tac  quy  ho4ch,  tuyen  
bo nhiem,  mien  nhiem,  Juan  chuyen,  danh gia 
nhan  sir  
MO to cong  viec:  

- 

Tham  muu,  trien  khai cac  viec  lien  quan  den  vi  tri  
viec  lam,  khung  nang  1uc,  giao  bien  the cong  chirc,  
so luang  nguai lam  viec;  
-  Huang  dan,  to chirc  thgc  hien  danh gid cong  
vien  chirc,  ngtrai lao  dOng  cac  don  vi  thuOc  va truc  
thuOc  BO;  

- 

Phi hop  thgc  hien  viec  tuyen  dung,  sir  dung,  quan  
1)'T  cong  chirc,  vien  chute  va nguai lao  dOng  cac  don  vi;  

- 

Tham  muu,  trier'  khai cac  viec  lien  quan  d'L thanh 
vien  HOi Tong  Quan  tri,  Chu tich HOi &rig  Quan  tri,  
Hieu  truang,  Ph6  Hieu  truang  truang  dai hoc  ngoai 
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hieu  kien,  tieu  chuAn  

KS,  Jiang,  kinh  nghi01  

VU  KE HOACH -  TAI MINH:  02 cong  chirc  

-  N6.m  yang  cac  quy  dinh lien  
quan  den  cong,tac  xay  dung  
chitin  luac,  ke hoach,  quy  
hoach;  

- 

CO  hieu  biet  ye he  thOng  
giao  dpc,  co  kinh nghiem  lam  
viec  tir  05  nam  trg len  chuyen  
mon  phil  hop  voi cong  viec  vi  
tri  tuyen  dung;  

- 

CO ky  nang  tong  hop,  phan  
tich,  danh gia.  

-  Co  hieu  biet  ye he  thOng  
giao  dpc;  co kinh nghiem  lam  
viec  tir  05 nam  tro• len  chuyen  
mon  ph-it  hop  yoi vi  tri tuyen  
dung  trong  cac  co' quan  quan  
13'7  nha  nude  ye  Firth  viyc  giao  
duc  va  dao  tao;  

- 

CO  kha  nang  nghien  cOu  xay  
dung  the dO,  chinh sach.  
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Trinh di)  chuyen  mon  
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TOt  nghiep  Dai hoc  trg len  
cac  nganh/chuyen  nganh ye 
tai chinh,  ke toan;  Quail  ly  
kinh t6.  

U
 ..z,  

c) 
—

 
c) 

=
 ct• =

 
4
 	

Q 	
c...e 

<0 	 .. 
 

<Q) 
>--. <

›-, 
U

>
U

  

<1.) 
<Q) 

... 	
> 

Vi  tri viec  lam  

cong  lap;  HOi dOng  trix4ng  cac  dai hoc,  hoc  vien,  
truarng  dai  hoc,  cao  clang  six  pham;  nhan  sir  dm  Ban  
Quart  ly  cac  du  an,  de  an,  ,chuang  trinh,  Ban  soan  
thao,  to  bien  tap,  to chirc  phoi hop  lien  nganh.  

- 

Quail  tri  ph'a.n  mem  quail  ly  nhan  

Vi  tri:  Xay  dung,  litromg  ,dan,  don  *Vic,  kiem  tra,  
danh gia thgc  hien  chitin  luvc,  quy  hoach,  ke 
hoach phat  trien  giao  dtic  va dao  tao  
MO to cong  viec:  
Xay  dung,  hung  dan,  don  d6c,  kiem  tra,  danh gia 
thuc  hien  chitin  lugc,  quy  hoach,  ke  hoach phat  trien  
giao  chjc  va dao  tao  dai han,  trung  han  va  hang  nam.  

Vi  tri:  Quan  1ST  tai chinh -  tai san  
MO to cong  viec:  

- 

Huang  dan  lap  dg  toan,  tong  hgp  dg  toan  thu  chi 
ngan  sack hang  nam,  ke  hoach  tai chinh -  ngan  sach 
nha ntrac  03 nam  dm  BO,  de  xuat  phtrang  an  phan  bo 
tai chinh cua  BO,  thgc  hien  phan  bo kinh phi cilia  cac  
don  vi  thuOc  va true  thuOc  BO;  

- 

Xay  dung  cac  quy  dinh dinh mdc,  chinh sach thu  
but  cac  nguon  lgc  tai chinh cho  phat  trien  nganh;  
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THANH TRA:  02 cong  chtic  

-  CO  kinh nghiem  lam  viec  tir  05 
nam  trer  len  ve cong  tac  thanh 
tra,  tiep  cong  dan,  giai quyet  
khieu  nai,  giai quyet  to cao;  

- 

Co ky  Wang  soan  thao  van  
ban  ye cong  tac  tiep  cong  dan,  
giai quyet  khieu  nai,  giai 
guy& to cao;  lam  viec  dOc  
lap,  lam  viec  theo  nh6m.  

- 

Nam  yang  cac  quy  dinh ve 
cong  tac  tai chinh,  ke toan;  

- 

CO kinh nghiem  lam  viec  tir  
05 nam  tro• len  ve cong  tac  ke 
toan,  da  phi  trach ke toan  
hoac  lam  ke toan  truang.  

Trinh do  chuyen  mon  

TOt  nghiep  Dai hoc  tro,  len  
cac  nganh/chuyen  nganh 
Luat;  Quan  l3"Tnha  nuOc  

TOt  nghiep  Dai hoc  tr i  len  
cac  nganh/chuyen  n,g_anh 
Tai chinh;  Ke toan.  Co 
chirng  chi ke  toan  truong  
don  vi  ke toan  nha nuOv  
con  hieu  
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Vi  tri viec  lam  

nghi  quy& huy  dOng  nguen  lue  cho  gido  Oc,  dao  
tao;  xay  Ong,  huong  dan  thuc  hien  chinh sach hoc  
bOng  tir  ngan  sach nha nuac,  chinh sach tin  Ong  uu  
dal cho  hoc  sinh,  sinh vien,  gia  dinh chinh sach va 
cac  chinh sach khac  doi voi ngtred hoc;  
-  Thuc  hien  trach nhiem  cua  co  quan  chu quan  doi 

vdi viec  quasi  ly  tai chinh,  sir  dicing  dat  dai,  tai san  
cua  cac  don  vi  thuOc  va true  thuec  BO;  thge  hien  
quyen,  trach nhiem  va  nghia  vu  cua  co  quan  dai dien  
chit  see  him  dOi v6i dat  dai,  tai  san.  

Vi  tri:  Tiep  cong  dan,  giai quyet  khieu  nai,  giai 
quyet  to can  
MO to cong  viec:  

- 

Thuc  hien  cong  tac  tiep  cong  dan  cila  BO;  

- 

Thgc  hien  cong  tac  xir  l)"/  don  thu  cita  BO;  

- 

Thuc  hien  giai quyet  khieu  nai,  giai guy& to cao  
dm  BO;  don  dOc,  kiem  tra  viec  thgc  hien  quyet  dinh 
giai quyet  khieu  nai,  ket  luan  giai quyet  to cao.  

Vi  tri:  Ke toan  
MO to cong  viec:  

- 

Phu  trach va thuc  hien  cac  van  de ve tai chinh,  ke 
toan;  tong  hop  ke  hoach ngan  sach tai chinh hang  
nam  hog  Ong  chuyen  mon,  thueng  xuyen  cua  
Thanh tra.  
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Dieu  kie;n,  tieu  chuAn  

KST  nang,  kinh nghiem  

CUC QUAN 1_,1"( CHAT LUVNG:  02 cong  chic  
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CIJC  NHA GIAO VA CAN BO QUAN LY GIAO DVC:  03 cong  chirc  

Co  kinh nghiem  lam  viec  tir  
05 nam  tra len  ye cong  tac  
xay  dgng  vi  tri viec  lam;  the 
dO,  chinh sach nhan  six.  

Trinh dO  chuyen  mon  
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T6t  nghiep  D4i hoc  tree  len  
cac  nganh/chuyen  nganh Su  
pham;  Quart  lY  gido  dgc;  
Quan  tri nhan  luc;  Quan  he  
lao  Ong  
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Vi  tri viec  lam  

-  ,Thgc  hien  cong  tac  tin 	bao  him  xa  hOi,  y  
te,  cac  the dO  chinh sach theo  quy  dinh.  

Vi tri:  Quan  1ST  thi va danh gia chAt  luvng  giao  
clvc  
MO to cong  viec:  
Xay  dung  cac  quy  the thi va huang  dan  to chirc  kY  
thi THPT quoc  gia;  kiem  tra,  danh gia viec  thgc  hien  
l(ST  thi o cac  dia  phuo'ng;  xay  dung  cac  quy  the thi va 
huong  dan  to chirc  cac  ky  thi,  cuOc  thi h9c  sinh gioi 
cap  quec  gia,  quoc  te;  kiem  tra,  danh gia viec  thirc  
hien  cac  ky  thi,  cuOc  thi;  to chirc  cac  dei ,tuyen  quoc  
gia,  cac  doan  h9c  sinh dg  thi Olympic  quec  to  va khu  
vgc.  

Vi  tri:  Quan  13'7  the dO,  chinh sach doi voi 

nha gido,  can  IN)  quan  15r,  nhan  vien  nganh gido  
dvc  (phong,  s&)  
MO to cong  viec:  

- 

Xay  dung,  huang  dan,  kiem  tra  danh gia viec  thgc  
hien  the do,  chinh sach doi vdi dei ngil  can  17,0  quail  
1.3'/  cac  PhOng  Gido  dgc  va Dao  tao,  Sd Gido  due  va 
Dao  tao;  

- 

Huang  dan  xac  dinh danh mgc  khung  vi  tri viec  lam  

E--+ 
E-0 
c/) 

oo 
c-,
 



Dieu  kiOn,  tieu  chuan  

1(57" 'fang,  kinh nghiem  
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Am  hieu  nghiep  vu  van  thu,  
luu  hit;  

- 

Co kinh nghiem  lam  viec  tir  
05 nam  tro• len  ye cong  tac  
van  thu  trong  cac  to chirc,  don  
vi  nha nuo.c.  

• 

Trinh  dO  chuyen  mon  
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TOt  nghiep  Cao  d'ang  cac  
nganh/chuyen  nganh Luu  
tilt  hoc;  Quan  tri  van  
phong; 	hoac 	cac  
nganh/chuyen  nganh khac  
nhung  co chirng  chi ye luu  
trtt  hoe/quan  tri  van  
phOng/nghiep  vu  van  thu.  
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va  dinh mirc  so lugng  ngtrefi lam  viec  trong  cac  
Phong  Gido  due  va Dao  tao,  So Gido  duc  va Dao  tao.  

Vi  tri:  Phat  &Fen  dOi  nga  nha giao  va can  130  quan  
157  gido  duc  (nganh hoc  mam  non)  
MO to cong  viec:  

- 

Xay  dung,  hung  an,  kiem  tra,  danh gia viec  thuc  
hien  quy  hoach,  ke hoach phat  trien  doi ngu  nha gido,  
can  WO  quan  ly  nganh hoc  mam  non;  

- 

Xay  dung,  kiem  tra,  danh gia thuc  hien  cac  quy,  dinh 
ve chuan;  tieu  chuan  chirc  danh nghe nghi'ep,  doi vai 
dOi ngfi  nha gido,  can  1)0  quan  nganh hoc  mam  non;  

- 

HuOng  an  xay  dung,  th
I
am  dinh not dung,  chtrang  

trinh,  ke  hoach,  tai lieu  boi duCing  dOi ngu nha gido,  
can  110  quan  13'7  nganh hoc  mam  non  theo  chuan,  tieu  
chuan  chic  danh nghe nghiep;  huang  an,  kiem  tra,  
danh  gia  cong  tac  dao  tao,  boi dung  dOi ngit  nha 

gido,  can  bO  quart  ly  nganh hoc  mam  non.  

Vi  tri:  Van  flux,  hru  fru' 
MO to cong  viec:  

- 

Quasi  ly,  to chdc  thgc  hien  cong  tac  van  thu,  luu  tilt 
cUa  Cuc  theo  quy  dinh;  kiem  soat  van  ban  truac  khi 

phat  hanh;  sao  y  ban  chinh cac  van  ban  lien  quan  den  
cong  nhan  van  bang  do  Cuc  cap  cho  cac  ca nhan  có 
nhu  cau;  
-  Quart  ly  eoffice  va he  thOng  thong  tin  hanh chinh 
dien  tir  ctia  Cuc.  
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CIJC CONG NGIlt  THONG TIN:  01 cong  chirc  
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VAN PHONG:  03 cong  chirc  

- 

CO kinh nghiem  lam  viec  tin  
05,  nam  tra  len  ye cong  tac  
thong  ke  trong  cac  don  vi  giao  
due;  

- 

Thanh thao  cac  ham  th6ng  
ke,  phan  tich trong  excel hoac  
cac  phan  mem  thong  ke.  

- 

Am  hi6u  nghiep  vu  van  thu,  
luu  trix,  quy  dinh ve bao  ve  bi  
mat  Nha In it;  

Trinh do  chuyen  mon  
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To't  nghiep  Dai hoc  tr  6.  len  
cac  nganh/chuyen  nganh 
Th6ng  ke;  Thong  ke  kinh 
t6;  Toan  va  Thong  ke;  Kinh 
te;  Cong  nghe  thong  tin.  

TOt  nghiep  Cao  clang  cac  
nganh/chuyen  nganh Luu  
trU  hoc;  Quan  tri  van  
phong; 	hoac 	neu  
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Vi  tri viec  lam  

Vi  tri:  Hanh chinh -  Tiing  hcfp  
Mo to ding  viec:  
-  Xay  dgng,  theo  dai,  don  dOc,  tong  hop,  dank gia ket  
qua thgc  hien  cac  chuong  trinh,  nhiem  vu,  ke  hoach 
cong  tac  va Quy  the lam  viec  cua  Cnc;  

- 

Xay  dgng  cac  bao  cao  Binh kST,  bao  cao  dot  xuat;  
xay  dung  lich lam  viec  va chuan  bi  cac  chuyen  di 

cong  tac  cna  lanh dao  ON;  

- 

Dam  bao  cac  phuang  den  lam  viec,  phuong  tien  lai,  
thong  tin  lien  lach cua  Cnc;  

- 

Bao  ve  an  ninh,  trat  tg,  an  toan,  cong  tac  phong  
chay,  china  chay.  

Vi  tri:  Theing  ke nganh gido  duc  
MO to cong  viec:  

- 

Thu  thap,  tong  hop  so lieu  thong  ke,  bien  soan,  chi 

tieu  thong  ke,  phan  tich yd. 	bao,  thgc  hien  the do  
bao  cao  thong  ke;  
-  Tham  gia  soan  thao  van  ban  quy  pham  phap  luat,  
van  ban  huOng  dan  cong  tac  thong  ke  giao  dnc.  

Vi  tri:  Hanh chinh -  van  dux  
Mo to cong  viec:  

- 

Tie'p  nhan  van  ban  den,  lam  thd tic  chuyen  giao  
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kien,  tieu  chuAn  

KST  tang,  kinh nghiem  

-  Hieu  bit  Quy  the lam  viec  
cda  Ca  quan  BO  GDDT;  
-  Co  kinh nghiem  lam  viec  tix  
05 nam  tro• len  ve cong  tac  
van  thu  trong  cac  to chirc,  don  
vi  nha nuac.  

Trinh do  chuyen  mon  

nganh/chuyen  nganh khac  
thi phai co  chin-1g  chi ve 
luu  trtr  hoc/ quan  tri  van  
phang/nghiep  17.1  van  thu.  
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Vi  tri viec  lam  

van  ban  den  cho  lanh dao  hoac  cac  don  14  giai quyet;  
-  Theo  dOi,  don  d'6c  tien  dO  ?dr  l)"7  van  ban;  
- Tip  nhan,  kie'm  tra,  dang  1(3"7  chuy6n  giao  van  ban  
di.  

tOng  cong:  
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